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Governmental Services Center (GSC) serves as the centralized
resource for the education, training and development of state employees
and agencies. Our instructor led classes, online courses, certificate
programs, consultation services and other statewide programs are provided
to support the agencies we serve in their mission to grow and develop
employees of all types. We offer a variety of training and development
programs to assist state employees of all levels with leadership skills,
individual performance, skill building, and career development. Many of the
courses offered are designed not only to help employees meet minimum
qualifications for advancement, but also to build the skills, competencies,
and sensibilities necessary to grow, learn, lead, and serve the
Commonwealth in a variety of different influential and leadership roles.

GSC is located at the Kentucky State Office Building, 501 High
Street, 2nd Floor, and Frankfort, KY 40601. For more information, contact

the: Governmental Services Center at persgsc@ky.gov.
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Account Settings

Locating Personal Preferences and Setting Out of Office

Learners and Managers can edit their personal preferences and set their
“Out of Office” in MyPURPOSE. Select this option to indicate that you are
out of the office or absent for an extended leave. If the “Out of Office”
option is enabled and the user is a manager/approver with training requests
to approve, the request will route to the next person in the approval chain (if
required).

1. To set the “Out of Office” setting from the homepage select “Settings

Icon.” From the drop-down menu select “My Account.”

774PURPOSE ) N iR

2. On the Preferences screen you will be able to update information,
including your Time Zone, E-signature font and the “Out of Office”
status. To enable the out of office feature, add a check mark in the

indicator box. Select “save.”

Home  NesdAssistnce?  Profie  Comnsct  Leaming  Certficaton  Coment LT Perormance  OpenOpporunities  Repors  SuccessCemsr  Admin

K rerences
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The out of office feature is now enabled. If the user is a manager and this
option is enabled, all requests from their employees will go to the next line
supervisor, including pending requests. Managers that will be out on an
extended leave, must enable this option within the system.

General Navigation

Using the Global Search

1. To search for a Learning Object, select the Global Search Box.

77PURPOSE ) ) TEan =

KENTUERY

2. Type in the name of the training. This will pull back any matches.

Gkl Search

Global Search

3. By selecting the course tile, users will be able to request the

training from the Course console.
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ONLINE CLASS

GSC Executive Branch Ethics (Online) (3.0) ONLINE CLASS
GSC Executive Branch Ethics (Online)
Last Updated 04/15/2021 Duration 1hour a0
Details
The Executive Branch Ethics Commission partnered with GSC to familianize you, an employee of the and
executive branch of state government, with the Executive Branch Code of Ethics (the “Ethics Code”).
Show More
Congratulations

Assign

Locating Transcript for Direct Reports

Locate the Global Search in the upper right corner of the screen. Enter

the name or user id that you would like to find.

PILOT

1. Global Search will return matching results under the People tab.

Select the user’s name.

YyPURPOSE
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2. Toreview the User Record, select the Username hyperlink. Once
selected, this will pull up the Universal Profile. The Universal Profile

screen will show the general information from the account.
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3. To view the user’s transcript, select Transcript at the top of the
page.

4. The Transcript page will show all completed and registered trainings.
Trainings that have been completed will show at the top of the screen

with total hours.

m KathyHutehersonADMIN  gjo ~  Transcript  Actions ¥ Snapshot  UserRecord ~

> Transesipt: Kathy HutchersonADMIN

Transcript: Kathy HutchersonADMIN

AL VEAR ENDIIY st
0.5 HRS 12/31/2018 $.00

5. Training Transcripts can be exported to PDF by selecting the

ellipsis “...” tab.

Add External Training

Export to PDF

Print Transcript

Run Transcript Report
Add Learning Reporter

From the drop-down menu the options below will appear:
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e Add External Training- This option will allow you as a Training
Coordinator to add a self-reported training to another user’s
transcript.

o Export to PDF- This option will allow the transcript to be reported
to a PDF file. Each page of PDF must be printed individually.
ONLY EVENTS will show on the PDF.

e Print Transcript- This option will print the training transcript.

¢ Run Transcript Report- This option will allow Coordinators and
Admins to run a report exported out into EXCEL. This choice will
pull up a report page, you must enter in the criteria that is desired.
You must leave sessions off the report to get a correct amount of
training hours.

6. To Exit the user profile, select MyPURPOSE at the top of the
screen.

Removing Training from Direct Reports Transcript

Many times, users may have training that no longer applies on their
transcript. Managers can remove training that they have assigned to their
direct reports, managers will only be able to remove training that they have
assigned. To remove a training:
1.0n the training transcript users will have the ability to select from the
active trainings. Using the drop-down menu, select the remove

option.
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Q > JeannaHawkins > Transcript: Jeanna Hawkins

Transcript: Jeanna Hawkins | ‘

Use the transcript to manage all active training. Effective July 1, 2021, MyPURPOSE no longer supports Internet Explorer 11. Please use the most up-to-date version of Chrome, Firefox, Edge or Safari.

FISCAL YEAR ENDING COsT
26.87 HRS 12/31/2021 $.00
AGGREGATE TRAINING COMPLETED
Active ¥ By Date Added ¥ All Types ™ Search for training

Search Results (11)

gmrs  GSC Virtual Classroom: Articulate Storyline Deep Dive (Starts 9/8/2021 1:00 PM, Next Part 10/6/2021 1:00 PM)
L ]

Due: No Due Date  Status: Registered

Remove

2.0nce the remove option has been selected, users will be prompted to

provide a reason and comment for the removal.

Removing Digital Marketing Masterclass: Get Your First 1,000 Customers

Cancel | [ submit

Using the Learner Event Calendar

Learners can view upcoming training. Using the Event Calendar will allow a
quick glance at upcoming dates.
1. To access the Event Calendar hover over Learning, select Event
Calendar. A calendar view will show all upcoming training dates.
Users will be able to select from the date or can switch over to an

agenda view.
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Requesting Training

MyPURPOSE is designed to allow users to enroll themselves for a variety
of different learning objects. When a learner requests a session or course,
an email notification is then sent to the manager requesting approval to
attend/complete the training. Managers also can assign training to their
direct reports. In the picture below you will notice that there is both a
request and assign option. The assign option here will not assign the
training to users. By selecting assign you are looking at those users that
directly report to you. This is how managers would assign training to their

employees.

Assigning Training to Direct Reports

As a manager, you may want to assign a learning activity to an employee.
CommonwealthU makes it easy.
1. To begin, search for an activity through the global search or learner
home page. Type in the name of the activity or a key word in the

search bar.
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@] URPOSE Grow. Learn. Lead. Serve.

Home Need Assistance? Profile Connect Learning Certification Content LT Open Opportunities Reports. Agmin
-

#  Global Search

Global Search

diversity

Refine search

=0 =

2. Training Details- here managers will be able to either request to
attend the training themselves, or have their employees attend the
training. This will only assign the training to those users that directly

report to you.

Training Details

Diversity Made Simple for Managers
- Online Class - Cyberl . 13 minutes

Learn the ins and

CommonwealthU

Available Languages
English {US)

Version
3.5

3. Managers will be able to see their direct reports on the Assign

Training screen.
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Assign Training

Diversity Made Simple for Managers
- Online Class - Cyberu - 13 minutes

Add a Comment

If the training is a part of this year’s performance plan for the
employee. You could select the end of the year as the due date. The
comments section will allow you to enter a note that the employee will
see with the assignment. It is recommended that you have a
conversation with the employee prior to assigning the training.
Assigning the training would serve as a follow up to that
conversation. Next, select the subordinates that you wish to attend
the training, you can select indirect subordinates if you wish. Select
submit when you are finished this assignment is now complete. When
your employee launches CommonwealthU, the event will show up in
their due soon section.

Approving Training

To approve training request for employees, managers must log into
MyPURPOSE. There are two locations that training can be approved.
1. On the MyPURPOSE homepage, users will find the inbox widget. To
find this widget, scroll down on the MyPURPOSE homepage.
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774PURPOSE - . . it

This widget will show any pending approvals that your employees have
requested. By selecting Approve Training, managers will have the

opportunity to approve or deny the training request.

View transcript
(D approved training selection(s))
(Registersd for 9 training selection(s))

Approve training
("our employees have 1 training request(s) pending approval)

2. Once the manager selects the Approve Training option, the screen
will refresh to the View Pending Request page. Here, managers will
have the ability to view the request that was submitted and select if
the training will be approved or denied. Once the option has been
selected, the system will prompt the manager to add any other

comments.

[View Pending Requests

PLEASE NOTE: The Inbox Widget will only display the most recent
requests. If a training request does not appear in the Inbox, please review

the second location for approving training request.

Governmental Services Center (GSC) Edited: 10/3/2023 Pagel3



Using Reports to Approve Training Request

1. From the MyPURPOSE homepage, managers will need to select the

tab titled Reports.

77PURPOSE e,
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Hi Jessica, Select your path below. @
& MyPROFILE -
MyLEARNING @ °
v MyPERFORMANCE 7
o M o
L’ MyCAREER .

#8% MycCOMMUNITY

2. From the Reports drop down, the manager will need to select the

option Standard Reports.

3. From the Standard Reports screen, managers will have the Track

Employees tab. This tab has several reports available for managers.

To approve Training requests, managers will need to select Pending

Requests.

Reports

Ciick on a report category to view those reports. You may search for any reports by tile or description.

i e :
ol = & W

Track Employees T Training System

MNo Show Detaile Session Withdrawal
Displays &

Displays sessions where ane or more students did not aifend the required number of parts. Detai view fists na-show employees

Transcripts
Displays transcripts of empleyees for whom you are the spprover, manager, or cast center sppraver

i progress, or completed.

4. The screen will refresh to the View Pending Request page. Here

managers will have the ability to view the request that was submitted

and select if the training will be approved or denied. Once the option

has been selected the system may prompt the manager to add any

other comments.
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Learner Home

Using the Learner Home Screen

The Learner Home screen consists of several distinct parts that will allow
users to view their profile and search for training all in one place. The
Learner Home Page consist of:
e User Profile: The User Profile on the top left of the page lets the learner
quickly see their all-time learning completions, badges, and hours. In
one click they can access their Transcript, Universal Profile, and

Selected Subjects, which help power their recommendations.

774PURPOSE f < m

Hi Jessica! What would you like to learn today?

Created Followers Followed 8
Create New Playlist =
D v Continue Learning 4
ransarpt View

™7 ) =2 ™
EEEEE T8 T8 gTR - g8
| ssoonenmonuenare RSN GSC Executive Branch __GSC Virtual KRS Time

e Carousels: Learners have different learning carousels to browse on the

page. These learnings are based off the learner’'s history, saved

learning, admin-defined, interested subjects, and recommendations.
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Hi Jessica! What would you like to learn today?

GSC Exe Branch  GSC Virtual KHRIS Time
Ethics Classroom: W i

gﬁmﬂmﬁmﬁ'

e Learners do not have a need to leave the page to access their
Transcript. With the Side Bar on the left side of the page containing
learning they must act on. It is conveniently broken down by learning
that is Past Due, Due Soon, and Assigned with No Due Dates.

(@ 266 Completions
g X 417 Hours
£ 143 Badges

Your Playlist:
1 4 0
Creat Followers Foll
eate New Playlist
Transcript View
0 0 2

PAST DUE DUESOON  ASSIGNED / NO DUE

ASSIGNED / NO DUE DATE

GSC Training Administrator Training

Withdrawn

e Select Session
GSC Virtual Classroom: What is Discipline

e Select Session
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Setting Your Subjects

Learners will see a carousel based on Subjects. For this carousel to
appear, learners must first select Subjects. To set your Subjects in
MyPURPOSE:
1. Access the Learner Home Page, hover over the Learning tab and
from the drop-down select Learner Home.
2. From the Learner Home page locate the side bar, users will find their

profile along with an option to Add Subjects. Select Add.

(© 266 Completions

= M7 Hours
£ 143 Badges
Your Subjects Edit

Business Skills, Compliance, Creative, Diversity,
Employee Development, Health & Wellness,..

3. Once selected the system will generate a pop out box that will allow

users to search recommended subjects or browse all subjects.

Your Subjects

Management/Leadership Salles & Service

4. To add the desired subject, users will need to select the checkmark
box. Once all subjects have been added select “Save” in the bottom

right corner.
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Searching for Courses Using Learner Home

Aside from using the learning carousels, the Learner Home page features a
search box. This search box will allow users to see more training options
than what is displayed in the carousel. To use the search box:

1. On the Learner Home Page access, the search box. Type in the

name of the course, subject, provider, or keyword.

Hi Jessica! What would you like to learn today?

TRAINING

AR
@E'« -----

2. For this example, we will use the CyberU as the provider. A full listing
of CyberU courses will return. If searching doesn’t do the trick,
learners can use filter options including Duration, Type, Subject,
Rating, Provider, Language, and Mobile Enabled to easily find exactly

what you're looking for.

@ > teamerHome > Leaming Search

Learning Search

Filters Reset 1,950 Results & Event Calendar

|| ¢| ¢ ¢

Access 2010 Advanced Hand and Power Tool
Safety

After Effects - Leam Office 365 Excel 365 VBA, Expert Safety Awareness for
lotion Graphic D inistration ( New Employees

3. If you find a learning you want to take but do not want to request it
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yet, they can use the Save for Later option using the three dots at the
bottom of each tile. Learners can quickly access the Event Calendar
to find sessions using the Event Calendar button.

4. If you find the course that you want to take, select the title of the
course. This will take you to the registration page. Here users will be
able to request the course or if you are a manager you will be able to
assign the course to your direct reports.

Playlist

Playlists are collections of learning content curated by the Personnel
Cabinet. Playlists can be found on the Learner Home Screen. Playlist will
help guide employees and managers with training opportunities. To find a

playlist you will need to navigate to the learner home screen.

Hi Jessica! What would you like to learn today?

Playlists that have been created by the Personnel Cabinet will be marked
as a featured item. By selecting the title of the playlist, you wish to open,

you will see what courses have been curated for the topic.
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Communication Skills

:im;“mw nnnn 4 E i )

Don’t forget to hit the follow button, this will allow you to see the latest

updates to the playlist.
Sharing Playlists
If you find a playlist that you find beneficial and want to share with your

team, this can be done in an easy step.
1. First you will need to access the playlist from the Learner Home

screen.

Transcript View sl —
’ ?
0 0 0 ] }
o
i GSC Virtu

ssssssssss irtual
aaaaaaaaaaaaaaaaaaaaaa N

Alldone! ~ Featured
training has been co

2. Once located you will need to select the playlist title. Once you have
opened the playlist you will find an ellipsis option in the top right.

Select the Share option.
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Q) Jessic's Playists

Playlist

Communication Skills

Jessica Wolfe
Description View Profle
Become a bter communicator eam the kil that wil elp you frthr yourcaeer
Playlist ﬂ = Playlist Followers

i

3. Once you have selected the share option, you will have the ability to

copy the link to the playlist. This can then be shared in an email with

co-workers or direct reports.

Share this playlist

Transcripts

Accessing your Learner Transcript
All users in MyPURPOSE can view and maintain their own learning

transcript. To access the learner transcript:
1. From the MyPURPOSE homepage hover over the learning tab.

Select the transcript option.

Exemption Tracking
Interests and Waitlists
pe

Learner Home

¢ Transcript
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2. Once on the transcript users will see the “Active” transcript, this is
where users will find all training in which they are currently enrolled.
Users will also be able to see how many training hours have been
completed within the calendar year.

Users will be able to view their status for each course that they
are actively registered for:

o In Progress- typically present for online courses or curricula.
This means that the training has been started but has not been
completed.

o Registered- typically present for online courses and instructor
led training. If the status is showing as registered this means
that the course is actively registered.

o Withdrawn- users that need to cancel themselves from an
actively enrolled course will have a withdrawn status.

o Waitlisted- typically present for instructor led sessions. This
means that you have been waitlisted for the course. If a seat
opens, you will be notified by MyPURPOSE.

SelectSession |~
30 AM) Select Session  ~
Sessic -

3. Users can change the filter from “Active” to “Completed.” This will
give users a full record of their training. Training in MyPURPOSE will
date back to 7/1/2015 to the current period.
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£ D> JessicaWolfe » Transcript: Jessica Wolfe
Transcript: Jessica Wolfe

e the transcript to manage all active training. Effective July 1, 2021, MyPURPOSE no longer supports Internet Explorer

FISCAL YEAR ENDING cost
23.23 HRS 12/31/2021 $.00
AGGREGATE TRAINING COMPLETED

Completed ™ | | By Completion Date ™ | |~ All Types ™

Search Results (266)

How to Ruin a Virtual Meeting View Completio... ¥
Returning To Work Protocols and Guidelines View Completio... v

KEAP Re-entry: Maximizing resilience, flexibility and interpersonal skills as workplaces return to normal (Webi...
Completed: 6/23/2021  Status: Complete

dership Basics 1 (Starts 6/17/2021 10:00 AM)

If the user has completed an online course, these can be relaunched
at any time to review the materials. To relaunch the course, use the
drop-down arrow next to the course title. Here users will see a launch
option.

Removing Training from Transcript

Many times, users may have training that no longer applies on their

transcript. Users can remove the training from the transcript. This will only
remove training that has been self-registered, this will not remove training
that was assigned you by your manager or training coordinator or

administrator. To remove a training:
1.0n the training transcript users will have the ability to select from the

active trainings. Using the drop-down menu, select the remove

option.

Y > JeannaHawkins D Transcript: Jeanna Hawkins
Transcript: Jeanna Hawkins

28.13 HRS Ty

Active ™ | | By Date Added ™ | | All Types ™
Search Results (8)

omrs  GSC Virtual Classroo
O Due: No Dy stat

Understanding Intimate Partner Violence (IPV)
Due: No Due Date  Status: Registered

cms  KEAP Training People How to Treat You (Webinar) (Starts 4/28/2021 10:30 AM)
O Due: No Due Date  Status: Withdraun anscript

2.0nce the remove option has been selected, users will be prompted to
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provide a reason and comment for the removal.

Removing Understanding Intimate Partner Violence (IPV)

(Ganeat] (S )

Adding External Training to Transcript

External training should only be used for users that attended a training from
an outside agency. Trainings that are conducted by GSC should not be
entered in as External Training. Employees can record their own External
Training. Managers must approve the training before it is completed on the
transcript. To Record an External Training

1. Select the “ellipsis” tab.

2y > JessicaWolfe » Transcript: Jessica Wolfe

Transcript: Jessica Wolfe ‘ ‘

Use the transcript to manage all active training. Effective July 1, 2021, MyPURPQSE no longer supports Internet Explorer 11. Please use the most up-to-date version of Cl  add External Training
Export to PDF

FISCAL YEAR ENDING COsT Print Transcril pt

23.23 HRS 12/31/2021 $.00 Run Transcript Report

AGGREGATE TRAINING COMPLETED Add Learning Reporter

o Add External Training- Self-Reported training requires
manager approval. Once approved the user must go back to their
transcript page and mark the training as completed.

o Users can print their transcript directly from MyPURPOSE or to
download PDF copy.

Manager Reports

Standard Reports allows managers to gather general information regarding
training data. The Standard Reporting Tool will allow you to create, run and
schedule reports to view agency progress. To use a Standard Report, it is

important to know how to use filters and parameters to retrieve the needed

information.
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1. MyPURPOSE home page, Managers will have a tab titled Reports.
From the drop-down menu managers can select standard reports to

retrieve more information regarding their employees training records.

77PURPOSE ittt

eeeeeeeeeeeeeeeeeee MyPROFILE ~ MyCOMMUNITY ~ MyLEARNING  Certification  Content  ILT  MyPERFORMANCE  MyCAREER  MyREPORTS  Admin

Hi Jessica, Select your path below. @
& MyPROFILE -
MyLEARNING u
V' MyPERFORMANCE )
.’ L

o4 M
&’ MyCAREER o

N

%% MyCOMMUNITY

2. Select Reports- Then select Standard Reports. Make sure you are on
the Track Employees screen. There are a variety of reports available

to you as a manager.

Reports

Cick 07 3 BP0t CAEOrY 0 e IomE epors. YOU may search [0 any repolls by e or descriplion.

i . L]
LT Training Sysbem
Mo Biorw Datalls Sas5ion Witharawal
SRS SESHOTES WIVETE DNV OF MAOHD SKRCKNTIS d 1ol SR 0 sl RUmbar of parts. Dol sess ks - show ENSPAFS 8 VS| O BTERSTeas Who IgEheind o7 Seaskire Bl laher wilvlsew: [0t ragelralon, ncusing raasons fior
Ty ildinmal
Pasi Bin Trmining Frogiess Pis £Rarl
Dsplerys reiphres sk o 1y isplrps i (o chart susmimery of sstosdinales’ iaaisg progims

Past Requosts
Cosplerys [FBINE) POQUEES YTA NN B BOpITed, deReTed, Of Camiod. i My cRBNDE FOUr de0ekes kf isning thal
o emglrpse hes not yet segisieced bor

Training Stahes Sueenary
Cosplrys & summarny of how mary banng ferrs sach employes hae: fhal ase ol siaded, n progress, or compisted

Panding Raquesis Transcripts
DRSS DRFSANG NATA( ITN]ealS oL RLEL AE{Rwe, B0l O 080 NSy ISR of GaTykrs. K3/ WAOI) TAI 560 10 0RO, MARGGHN, O3 (Y CRNTAGE gl
Rucands

Dby |t ik, i W A il mposisa

Manager Reports- Training Progress Pie Chart

1. As a manager there may be times you need to check all employees’
status regarding a specific course. You can do that using the Training

Progress Pie Chart.
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Training Progress Pie Chart

Report Criteria

matic for your subordinates. Tha date fitars betow refer 10 the data the training was raquastedassigned. Click on a o of the pis t sas & datailsd breakdoan of usars with that stats. To et ta tha avervaw af
ew Al Slaluses” ik ihat appears in the delailed breskoown view

igw frain
all staluse:
DATE CRITERIA

Date Criteria: [Last Year w| From: [1i172018 @ To fizEiana [m]

ADVANCED CRITERIA

The advanced criteria will allow managers to further determine what
information pulls back in the report. The following options will need to be
configured:

o Training Type: this will pull back any learning object in the
system that includes the training title.

o Training Title: Managers will be able to select an individual
training title to report on. This will allow managers to report on
their employee’s completion of a specific training.

o Display: By selecting all training option this will include any
user that directly reports to the manager, with the training on
the transcript.

o Equivalent Training: By selecting this choice managers will
also see any training that is the equivalent.

o Include Removed Training: This will show any user that has
removed the training from the transcript.

o User Status: By selecting the user status managers will be
able to report on users that are active or inactive in the system.

2. Once the report has processed managers will receive information

regarding their direct reports. This data can also be exported to an
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excel spreadsheet

Employee Progress Summary

Manager Reports- Transcript Report

As a manager you will have the responsibility to view your employees

training transcripts. The Transcript Report will allow managers the ability to

review each of their employees training.

Transcripts

Wiews transcripts of employses e whom you are the approver, manager, or cost cenker apprever.

MAME DIVISION / POSITION COST CONTER

Employees

VICW TRANSCRIPT

Irains

Barber. Darlene T tmployee Development branch: Performance

Crewm, Flizaheth s Desvednprmeent Rranch:Consulting

Crawford, Mary 2 Developmert Rranch: Performance

ultant 1

Hawking, Jeanna ng ar‘ﬁ_ntmp\cyae Development Branch: Parformance

Carsi,

Diwzrsity, Cauality, and Tma:Rezourae Managemant

Walfe, Jessica E:failo;’lwlﬂlw

View

View

View

View

View
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